QUICK GUIDE: PRO BONO TIMKEEPING

In order to become eligible for a Pro Bono Certificate of Recognition at the time of graduation, students must log qualifying pro bono hours in accordance with the instructions below. In order to qualify as pro bono hours, the work must law-related, unpaid, and completed under the supervision of a licensed attorney. If you have any questions about what work may qualify, please contact Prof. Edmiston at edmistonr@duq.edu.

1. Enter 12Twenty: go to law-duq.12twenty.com and log in using your Duquesne multi-pass log-in information
2. Select Experiential Learning from the list on the far left
3. Enter a NEW EXPERIENCE by clicking on the button on the upper right
4. Within the New Experience, under Experiential Learning Type, select Pro-Bono
5. Enter the name of the pro bono project and contact information for the supervising attorney of the project
6. Select the semester you will be working on the project. For Spring 2026, the start date is 1/1/2026 and end date is 5/11/26 (if you are not graduating Spring 2026, you may continue logging pro bono hours after this date)
NOTES:  
· You will need a new experience each term (fall, spring and summer)
· You may have several experiences at the same time within your profile -- i.e. externship and pro bono or clinic/program and pro bono  
· Pro Bono hours are entered throughout your law school years (all 3-4 years)
Once your Experience is set up for the semester, you can then select HOURS tab at the top of the page. Click the blue +Add Hours button to begin adding the date and hours you complete pro bono work as well as a general description of the work completed. 
Lastly, you will be required to print your final time sheet and give to your supervising attorney for their approval and signature. To do so, select Export Hour Log at the top right of the page. Once the timesheet is signed, you may either scan or take a photo of the completed document and re-upload under the Documents and Forms tab at the top of the page. 
Your total pro bono hours across all experiences and academic years will be calculated for you at the time of graduation. Any additional hours beyond those required for clinics and certain externships will be included in this total. If you have exceeded 50 pro bono hours, you will receive a certificate of recognition. See the Pro Bono Recognition Tiers below: 
· 50 hours: Pro Bono Service Recognition Certificate
· 61-120 hours: Pro Bono Service Honors Certificate
· 120+ hours: Pro Bono Exemplary Service Certificate

QUESTIONS? Contact Prof. Rebecca Edmiston at edmistonr@duq.edu 
or Ms. Beth Liccardello at licciardellos@duq.edu
